Staff Personnel Action (SPA) Form

4. Staff Personnel Action (SPA) Form
Specific, New Hire Positions

For Accounts:

61102
61103
61104
61106
61107

Administrative—Non-Academic (non-bargaining unit)

Classified Exempt
CWA
UTPPA

Post-Doctoral Associate

Academic Unit =
Dean/Designee

Non-Academic
Unit = Next level
of supervision

(New Hire)
Initiating —» Business [—P
Department Manager
4

Copy Provost to close
ATH for academic units.

—P> Human [—P Grants
Resources (if required)
A 4

Prepare list for BOT approval.

_____________ ) Z

Board of Trustees

1
1
Obtain signature of BOT secretary. i
1

_________________________________

Budget

\ 4

Payroll

File original.

NOTE: Shaded boxes are the “Required Signatures” needed to get a paycheck processed.
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